August 25, 2000

Chapter 2
Accessing Requests for Personnel Action

Chapter Overview

Purpose Reguests for Personnel Actions (RPAS) can be accessed in a number of
methods. This chapter will provide information on accessing RPAs from the
Civilian Inbox and the Navigation Window. RPAs are accessed based on
your role and responsibility.

Chapter
Contents
Topic Page
Accessing Personnel Actions from the Navigator Window 2
Viewing Personnel Actions from the Navigator Window 9
See Also Module 1, Fundamentals Using the Modern DCPDS
" - Chapter 7, Folders
Chapter 10, Civilian Inbox
Accessto Based on your role and responsibility in your organization, you will have
Request for access to a range of RPAs through the;
Fersonnel Civilian Inbox as described in Module 1, Fundamental of the
Modern DCPDS.

Navigation List on the Navigator Window using the Request for
Personnel Action or the CAO/TRANSFER Request.

Reports function by selecting Processes and Reports from the
Navigation List.

Processes and Reports and selecting the View Requests from the
Navigation List.

PSEUDOSF50 from the Navigation List.
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Accessing Personnel Actions From The Navigator Window

Natur e of
Actions

Accessing the
Natur e of
Actions M enu

7

Cancdllation/
Correction as
an Example

There are other methods of accessing RPAsin addition to the Civilian Inbox.
One method is through the Navigator Window by using the Navigation List
which has alisting of Nature of Actions (NOAS) that can be accessed by you.
The access to the NOA menu listings is dependent on your role and
responsibility.

From the Navigator Window, follow this path to access a Nature of Action
and begin processing any of the NOA menu options listed under Request for
Personnel Action.

Navigation List — Request for Personnel Action — Change Actions (or
Cancellation/Correction; Recruit/Fill; Living Benefits; etc) (or any of the
other NOAs listed under the Request for Personnel Action menu) to display
the opening window.

Note: Each of the NOAs may display a variety of opening windows, if they
do not display Page 1 of the RPA, oninitial entry. These windows require
actions to be performed by you before you can complete the RPA. For
illustration purposes, the Cancellation/Correction NOA has been selected.

This processis performed to cancel an RPA action or to correct an RPA.
Follow the steps listed below to cancel and/or correct an action.

Continued on next page
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Accessing Personnel Actions From The Navigator Window,

Continued

Correction as an Example/Cancellation (continued)

Step

Action

1

From the Navigation List, click Request for Personnel Action —
Cancellation/Corrections — <Open>. The Approved Requests
for Personnel Action Window displays with your cursor in the
Full Name data field.

Action Edit Query Go Folder Special Help  Window
dlalv] 2lElE] R slele] Sl42)
B towovod foquesis orPersomt Action —_______________________AE=H]|

Social Security

Full Hame

Status Effective Date MNOA Code  MOA Description Family Regque

Al

Hemoute Cancellation | Lorrection |

Continued on next page
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Accessing Personnel Actions From The Navigator Window,
Continued

Cancellation/Correction as an Example (continued)

Step Action

2 Click Query onthe Menu Bar — Enter (type afew lettersin the
Full Name data field followed by “%”) — Query — Runto
automatically populate the Name data field with a listing of names
that meet your query.

Or
Click Query from the Main Menu Bar and click Find All to
display alisting of all employees with requests for actions.

7;

1} Note: ‘Processed’ in the Status area indicates the action has been
approved and updated to HR; ‘Pending’ status indicates a future
action that will occur on the effective date of the RPA.

Action Edit OQuery Go Folder Special Help Window
T = o o o I P o
Fleldv] 2iEE SRS aleli] A2
Appmved Requests for Personnel Action
Full Narme Social Security
= | |JANGEL, AFDTAPRTWO TWO 444 224242
(ANGEL, AFDTONE O 333336803
= i ANGEL, AFDTTHREE T/ 333-334243
Status Effective Date NOA Code  NOA Description Farnily Reque
= I[Pmcessed 03-MAY-1998 661 Change in FEGLI Change - Change in FEGLI |BADT.
Processed [30-APR-1998 101 Career-Cond Appoi Appoi 4243
=
KI il

Reroute Cancellation | Correction I

Note: If you select a pending action and click <Re-route>, the
RPA will return to your Inbox. Y ou can make any necessary
changes and resubmit the action.

Continued on next page
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Accessing Personnel Actions From The Navigator Window,

Continued

Cancellation/Correction as an Example (continued)

Step

Action

3

If amultiple listing is displayed, use the scroll bar to locate the
Name and Social Security Number of the employee you queried
(the information automatically displaysin the Satus area).

Review the information about the status of the actionsin the Satus
area.

Use the scroll bar next to the Status field to locate the RPA you
want to cancel/correct or use the up and down arrow keys. Click
in the Current Record Indicator block to highlight the action to
cancel/correct.

Note:

If you are canceling or correcting dual actions, you must
process a separate RPA for each action.

Click the <Cancellation> L__Cancetiation | 1o ciow button to
create an RPA to begin the process of canceling an action.
Correction, as an illusgtration, is explained in Step 5.

Continued on next page
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Accessing Personnel Actions From The Navigator Window,

Continued

Cancellation/Correction (continued)

Action

The RPA displays with the cancellation NOA entered in the

Actions Requested data field.

Note: Y ou cannot change the Nature of Action family or any data
on this action once Cancellation NOA has been selected.
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4-b

Save the action, route, approve, or submit the RPA for Update HR
as you would any other RPA, following the directions given on the
screen.

Note: If you close the Cancellation action, the application places
it in your Civilian Inbox where you can continue to work on it. If
you delete the Cancellation action before approving and Updating
HR, the system restores the original approved action to the
Approved Requests for Personnel Action Window.

Continued on next page
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Accessing Personnel Actions From The Navigator Window,
Continued

Cancellation/Correction as an Example (continued)

Step Action

Correction I

S | Click the <Correction> | Taskflow button to

begin the process of correcting an action.

5-a | The RPA isdisplayed with the Correction NOA entered in the
Actions Requested data field. Enter the data you wish to correct in
the appropriate data field(s).

bofon Edk Quey Go ol Sprosl Help ‘window

bl i 2

ﬁ E‘]I et ....-',-| Fiafiash | EEFT"T#TED i Pfﬁl Fage 1 ol 4 @

— PART A - Requesiing Offica

| Actons Bagesiad 2 Paguasl Mumbar
Comection '
]_m&u_uu i o e on Gl [Ful blams] Telaphone Mumbar_ ’jmmm pen
T
B Action Faipeaiad By (Full kamsa Tha Raghos Dete
B Acton suanzad By [Full hams) Tila Concumance Dete

— FPART B - For Prepasasion ol 5F 50

1 L=t Mame First fame Iiiddle Meme
Hereen Purunl

2 S oeial Sacuiity Mumbsar 3 Dimkar il Bith i Eftactive D
|3ll}-ll3l-?ﬁl4 }2?—.%!}-1 w3 12-hAR-ZINID

— FIRST ACTION SECTND ACTIN
E-ACads - BB Meture ol &dion G- Code F-B Malume o Actian
0oz Correcion ||rz Tr-n- Off Awnrd
SCCade  G-0Legal Authority BCCode 6D Legal Auhocky
[v3E |6 U5 )
CGECada  5FLagalfuthorky GECode  EFLagalduthoriy
Higtony | Extra Infarmanon | Faraan ] Pasition Cheera. I

Continued on next page
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Accessing Personnel Actions From The Navigator Window,
Continued

Cancellation/Correction as an Example (continued)

Step Action

5-b | Save the corrected action, route, approve, or submit the RPA for
Update HR as you would any other RPA, following the directions
given on the screen.

ig Notes:

If you close the Correction action without routing, the
application placesit in your Civilian Inbox where you can
continue to work on it at a later time.

If you delete the Correction action before approving and
Updating HR, the system restores the original approved
action to the Approved Requests for Personnel Action
Window.
Updating HR enters the corrections in the appropriate records for
the effective date of the original action. A NPA can be printed at
thistime, if needed.
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Viewing Personnel Actions from the Navigator Window

Viewing Status
of Your RPA
Requests

Concurrent
Request
Window
Description

Viewing Status

On occasion, you may need to view the request status of your RPAs. To
access your requests, follow this path. On the Navigation List, click
Processes and Reports — View Requests — <Open> to display the
Concurrent Request Summary Window. Click Query on the Main Menu
Bar — Run or F8 (to display alisting of your RPAs that you have printed or
requested for printing).

— T - |
=

Request 1D Parent

| Program Requestor Phase Status | Priority
= [zer Motification of Person MCKNIGHTC ~ [SEFSTIPST®]  Normal o

1262 Request for Personnel MCKNIGHTC Completed Normal 9

[ 1261 Request for Personnel MCKNIGHTC  Completed  Mormal

-]

Cancel Regquest Hold| Reguest | | Open I

The information displayed in the window is dependent on the information
displayed in the drop-down menu listing. There are five selections for
viewing your actionsin thisarea. Information on thisfunction isavailablein
Module 1, Fundamentals of the Modern DCPDS, Chapter 8, Reports.

Highlight the appropriate report, and click <Open> to display the
Concurrent Requests Window. Y ou can now view the current status of your
RPA report.

Continued on next page
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Viewing Personnel Actions from the Navigator Window,

Continued

Submitting a

Request

Submit Processes and Reports menu selection.

Y ou can also view and print your NPA from the Navigation List by using the

Step Action
1 From the Navigation List, click Processes and Reports — Submit
Processes and Reports — <Open>.
The Submit Requests Window displays:
EX Submit Aequests [_ (O] %] I
o
Parameters
— Print Options
Copies
Style
Printer X Save Output
— Run Options
Resubmit Never j
To Start b End Resubmission |
— Submission History
Type Wame Parameters Reguest [D
Count: 0
2 Follow the instructions in Module 1, Fundamentals of the Modern
DCPDS, Chapter 8, Reports, on how to compl ete this window and
submit your request.

Continued on next page
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Viewing Personnel Actions from the Navigator Window,

Continued

View a Request
for Personnel
Action

After the request has been submitted and you are ill in the Submit Requests
Window, you can view the action aswell as print the action.

Step

Action

1

From the Main Menu Bar, click Help — View My Request.

2

The Requests Window displays. Click <Report> to display the
completed NPA.

Lis Lat Uptoss Miew  Wiestston  Meda _I#E

Filu, w3058, 7IE dEde, Foae 1M Luil
=
I:IQ. MNOTIFICATION OF PERSONNEL ACTION
i
b 2B Bty dondm |9 Dale ol T 1L
z i ae wan wr 24 vem
= Nt Y AT
o A Crdr ESTTE TSP [Erap— G M
= e Hxi of Frowtion NTE 26 FEE 2000
— L 3 0 Ll Attty T D Lagal awhsrky
B! L Feg 135102 Comyp
T o T v ey [T T e ey
H RS Pomin 111 and Hamer A R e
C-:)‘ FEQCUCTIION SLIOF FLANNER (GENERALY FEQCUCTION SLLOF FLANNER (GENERALY
e RN — T, PRI TRRTPN
h— EN v 109, umas anprm 1T Lhray e
vy 470L os [} ) [
ey Frcwv=yrees T v ey FIE=Ty
£ F2e £

410 3EFEiian: Organimion Hen's Oroikatas
PROPNICTIGN RES01 RECTS NTFARTHTNT PRGN K TGN RTSO1RCTS DT RTMTNT
WEINFREHOP WELNFR SHOF

PHE R RSN R SR AR PEER BRI R YR R

TLPLOVET RATA

7. Barunivio Uit Flatis
TV E560

T [ ey e — Py
NRTMTRTON S OTEAR FWASHTEETON

ER

% . .
ORG: 02¢ |cc: [LH] |PA\'O'E'I.': CV/LOC D 146589

e To Lo oL m Aot ek b it oo i
R R R

Click Action — Print from the Main Menu Bar to print the
action or click the Print con on the | eft of the screen.

Click Action — Exit to return to the Requests Window.

Click Action — Close Window or the “X” to continue closing
the Window until the Navigation List displays.
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